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J . Requesting Agency

DEPARTMENT tff HERTAL HYQISRB

2. Division or Bureau of Requesting Agency
ADMINISTRATION AND FINANCE,
Engineering and Maintenance

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
rhe period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendotion
of Hall of Records
and Board of Public
Works.

BIQIflBEBHP fllS

Siset BlM x 11" in legal drawer
Datesi l?5b
Quantity: 2 drawers (It cubic feet)
File Arrangementt fcy institution and therein by project or

type of record

This f i le i s composed of correspondence of the Supervisor of Engineer}-
ing. For purposes of description, the f i le has been divided into
the following categoriess correspondence with Institutional sain*
tenance personnel regarding routine requests for information, repairs,
and minor engineering probleasj information copies of correspondence
uith the State Planning Department giving the Supervisor of Fftgimg*
ing information concerning actions or decisions affecting construe*
tion and alteration of buildings} lnforoBtion copies of corresp
dance with Institutional superintendents regarding tee allocation
of funds) and correspondence relating to toe planning of construe*
tion projects and small installations such as water treatment, wells,
and sewage disposal facilities. The f i le also contains Institntiona
operating reports such as nonthly narrative reports on central heat-
ing plant operation, fires, and poaor plant and uti l i t ies . The
Supervisor of Engineering's reeeraaendatiens to the Grief>D:hr. of Ad-
ministration and Finance on contract awards are also included*
Records la this f i le concerned with activities other than routine-
such a s dec i s ions on the a l loca t ion of funds—are duplicated i n
f i l e s maintained by the Chief ;Div* of Administration end Finance.

HBCOMHENDATIGHi RETAIN FOR THREE TSARS AKD THE) DESTROY.
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7. Agency, Division or̂  Bureau Representative
Chief, Division of Administration

. and Finance •
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12/7/1960
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

A.

B.

HOSPITAL TL1Z

Slset 8£> x 11"
Dates: 1&X-195U
Quantity's 2 drawers (2 cable feet)
File Arrangeraantj Alphabetical by institution
Annual Accunalatlcns Discontinued
Disposable Amounts It cubic feot

This file was maintained by a fonaar Supervisor of Engineering. It
consists of naterlal similar to that filed in the Engineering File
(Item 1 ) . A large proportion of the Hospital File is composed of
fire reports while the balance is made up of correspondence • Other
correspondence of the former Supervisor of Engineering is naintalnw
in a file titled "Correspondence l°5l-$2"# This correspondence is
with the staff of the Central Office* the Central Farm, and various
State nsntal institutions*

RECOHHEHDATIONj DESTROY ACCUMULATION.

PROJECT AHD SPACE UTILIZATION MATERIAL

Size! 8|* x I2t«
Datess 1 $ & - -
Quantity* 3 drawers (£ cubic feet)
File Arrangeasnts By type of record ,

This file is cooposed of specifications for various instltutionftl
construction projects, space utilization studies, and Rdscellaneous
plans. f

RBCOMHEHDATIONr RETAIN SPACB UTILIZATION STUDY MATERIAL UBIIL A
. BBS? STUDY IS HADE. THER DESTROY OBSOLETE STUDY.

RECCMHEJBATIONi RETAIN PROJECT HATERIAL FCR TKT) TEABS AFTES PROJECT
COHPLETICR. THEK DESTROY, PROVIDED THE KSCCBDS ABE
AT LEAST THREE YEARS 0X2).
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